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ABSTRACT

This handbook documents the role of the teacher aide
as a member of the instructional team in the Carroll County FPublic
Schools of Virginia. The text is divideda into five main sections:
administrative policies and procedures, degree and licénsed program,
professional policies, health and safety, and career wage scale for
paraprofessionals. The first section explains the responsibilities of
the superintendents, school principals, and teachers in relation to
the paraprofessional. The second section presents the requirements
for all four steps in the career lattice of the garapi'efessional: the
beginning teacher aide, the teacher aide, the parateacher aide, and
the licensed teacher aide. Thne third section deals with policies that
apply to the paraprefessional in a training program, school, and
professional organication. The fourth section presents health
services available to tne paraprofessional and explains rules
concerning building and fire safety, accidents, and field trips. The
fifth section presents the pay scale for paraprofessionals in Carrolil
County and the forms used for employee records. (BRE)
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CARROLL COUNTY PUBLIC SCHOOLS
P. O. BOX 456
HILLSVILLE, VIRGINIA 24343

ERIC

OF SUPERIN TELEFPHONE 728-2801

Para -professionals constitute a strong supporting force
in every area of professional life. This is particulary true
in the field of education.

The teacher aides of the Carroll County School System are
para-professionals who are intelligent, dedicated and well
trained to successfully fill an important supporting role to
the professional staff of the school system.

In view of the nature and quality of the contribution
of these para-professionals it is altogether fitting that the
range of their status and activities should be set forth in
detail in a "Handbook of Policies."

This Handbook largely the result of the work of Aides
themselves, has been approved and adopted by the Carroll
County School Board. In its entirety the Handbook is now
a part of the official school policy of the Carroil County
Public Schools.

Ernest R. Worrell
Division Superintendent
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THE TEACHER A I D E S SHOULD BE

— o . e —

A lways conscious of a child's needs and search for
ways to help meet these needs;

I n search of new methods of reaching each child
assigned to her position;

o

oing all they can while working as a member of a
team of teachers to develop a pleasurable and
profitable experilence for teachers and aldes wh’le
providing an effective method in assist.ng children
and

|t

njoying their work. One cannot succeed in a position
she does not enjoy. Students are mirrors in which
teachers and aldes can see themselves. Each must
be willing to give of themselves and accept others,
and the teacher-aide must be

S ure they understand what is involved in being an ailde
and are willing to cooperate with other aides,
teachers, consultants, administrators and other
personnel.

by Rachel Slate, Teacher Aide
Carroll county Public School
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CENTRAL PLANNING COMMITTEE FOR TEACHER AIDES

Teacher Aides

Mrs. Mabel Dalton
Mrs. Dorothy Gardner
Mrs. Lucella Lewis
Mrs. June Nichols
Mrs. Dorothy Hawks
Mrs. Nancy Lawson
Mrs. Patricaa Tickle
Mrs. Edith Jones
Mrs. Betty Lou Cox
Mrs. Laura Berry
Mrs. Rachel Siate
Mrs. Judith Robinson
Mrs. Jewel Lineberry

Teachers
Mrs. Sherl Worley

Mrs. Hazel Horton
Mrs. Oneta Turner

Mrs. Euna Faye McAlexander
Mrs. krances B. Puckett

Principals

Mr. Charles Smythers
Mrs. Ninevah Willis

Central Office

Dugspur
Fancy Gap
Gladesboro
Hillsville Elementary
St. Paul
Laurel
Laurel Fork
Mt. Bethel
Oakland

St. Paul
Sylvatus
Vaughan
Woodlawn

Gladesboro

Hillsville Elementary
Laurel Fork

Laurel Fork

St. Paul

Hillsville Elementary

Laurel Fork & Gladesboro

Mr. Joseph N. Berry, Assistant Superintendent for
Federal Programs

Mr. Owen Bowman, Supervisor of teacher aides

Mr. Frank Hawks, Assistant Pirector C.0.P.
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CARROLL COUNTY PUBLIC SCHOOLS
ASSISTANT SUPERINTENDENT
rOR FEDERAL PROGRAMS

Hillsville, Virginia
24343

Telephone 728.9823
Area Code 703

November 30, 1972

Dear Colleagues:

This Para-Prcfcssional (teacher aide) Harndbook repregsenty
many hours of{ brain-storming group discussions, eitiig,
and re-writing in an effort eo document thcse trirngs which
the Carrcll County Schrool System has during the pzr: six
years been doing for teacher aides. 'The Carrol> Teinty
School System began using teacher aides during the urmrmer
of 1965 in the Head Start Program and teacher z:des were
Jirst used in Title I ESEA Prograr c¢uring the Surmer of
1966.

Ir 1967 Carroll County received funds throvgih T tle III,
ESEA to train teacher aides in workshecr situzticr.s so ther
they would be more competent to perforr. these dusies which
classroom teachers expected of an aide.

In 1970 the United States Office of Education grented

to Carroll County one of two Carcer Opportunity Programs

in Virginia for the education of teacher aldes. Contin-
uation of the C.0,P, Program as & neans o €ducation for t:i.
teacher aldes has resulted in 2 two %rzex prcgram. One
track leads to a college degree znd = Collegizte Profes-
sional Certificate in educatiocn; the other track leads

to development of a teacher aide staf: which will cont irn o
tc work in this county as a member of the inst:uectiorn .

team with children.

By means of this handbook the teacher aldes, supervisory,
and administrative staff of Carroll County Public fchools
has documented the role of the teacher aide as a member
of the instructional team. The current Carroll County
Teacher Policy Handbook has been used as model to study
and formulate the policies pertinent to teacher aides.
The Carroll County School Board has a history of applying

to the teacher aldes all possible personnel policies
established for teachers.
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Page 2
Colleagues

The teacher aides have given the leadershlp necessary

for develcopment of this document They also sce a great
need for the Virginia State Department of Education to
develop standards and credentials for para-professionals
who work with children. It is our belief that these
standards should take the form of some licensing require-
ments established by the State Board of Education for a
State License for Teacher Aldes.

This document was given final review and was adopted
as policy governing the teacher-aide staff of Carroll
County on June 13, 1972 by the rirroll County School
Board. We feel deeply indebte. > the following for their
assistance:

Carroll County School Board

Mr. John Adams, Chairman-Pine Creek District

Mr. James Tompkins, Vice Chairman-Pipers Gap District

Mr. Clayton Vernon- Fancy Gap District

Mr. Joe L. Chappell-Sulphur Springs District

Mr. Sebert Sisson-Laurel Fork District

Administrative and Supervising Staff
Mr. Ernest R. Worrell, Superintendent for Znstruction
Mr. Bernard Tally, Assistant Superintendent

State Department
Mr. Franklin A. Cain, Supervisor Teacher Education
Mr. Nile Smythers, Assistant State Supervisor, Title I

Sincerely yours,

Joseph N. Bexry
Assistant Superintendent
For Federal Programs

JMB/mbb
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HANDBOOK OF CARROLL COUNTY TEACHER AIDES

I. ADMINISTRATIVE POLICIES AND PROCEDURES

Adninistrative Responsibilities

Superintendent

The Division Superintendent of Carrcll

County Schools 1is the executive officer

of the Carroll County 3chool Board and 1s
responsible to that body for the administration
of its policies.

The Division Superintendent shall, subject

to the approval of the Carroll County School
Board and S3tate Board of Education, carry

out policies and regulations for instruction,
materials, textbooks, personnel, record-keeping,
transportation, maintenance, and other
obligations of his office.

Essistant Superintendent for Instruction

The Assistant Superintendent for Instruction
is responsible for the supervision of the
classroom instructional program and he carries
out such other duties as he may be assigned
by the Division Superintendent and School
Board.

Assistant Superintendent for Federal Programs

The Assistant Superintendent for Federal
Programs is responsible for the administration
and supervision of all Federal School Programs
for the County.

Supervisors of Para-Professionals

The Title I Supervisors of para-professionals
will assist teacher aides as they perform
instructional tasks. They will assist in the
development of local in-service plans for
teacher aides in which the primary focus will
be to help the aides translate the content of
university work into refined classroom
methodology.




I. Administrative Policies (continued)
-, Title I Specialist

The Title I Specialist will assist the
teaching team as they work with children
in the area of reading and language development,.

Psycho-Motor Diagnostic Teacher

The Psycho-Motor dlagnostic teacher will serve
as a rescurce person for the imrroverens of
psycho~-motor skill for children in Title I
schools., She will assist the rara-prcfessional
or teacher responsit”™ Jor the physical
education prograr with programs designed

to meet the needs of children.

School Principal

Tre sczhesl principal is the legal adninis-
trational and instructiona: leadar in his s2hoct.

+CIPAL AND THE TEACHER AIDE

I
1la's educationz: pregress
4

A, Dnsancement of shs oh
Tirough the co-op:irative efforts of the teacher-aide
and the prinecinal,

ANYo :5 been involved withr a child's
centinza onal growth, realizes that many
outsie, x5 Inslde, influences are irdclvea,
Tre %S9ac » 25 well as the teacher and
erireipal, 3 oan essential part of the child's
zentinaal seucaricnal process. Through the
7a=0peratiTe effirts of “he teacher-4ide, ‘he
t2qoher, a the rrincipal, the child's continuzl
23uzation 2gress should be enhanced.

. Zrezxifics
+e Tnep al, as the educational -eader in
tha seo has the same responsibility tc the
para-; ssional as to the teacher,

2. The principal has direct supervision of the
para-prolessional and assigns her duties.

3 3. 'The prircipal utilizes the attributes of the
para-professional to enharce group interaccion
to bring about solutions fo educaticnal problems
25 these problems affect the children and the
teaching team.

ERIC
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L, The principal utilizes the talents of the
para-professional to develop a school staff
better designed for individual children to learn.

5. The principal formulates plans whereby the
para-professional is given the opportunity
to serve as a liaison between community and
school.

6. The principai should recommend persons in the
community who are eligible to be a para-
professional.

7. Para-Professionals should be given a copy of
the school's handbook at the beginning of the
year. A copy of the school and county
handbooks should be on file and accessible.

8 The principal organizes the school day to
allow time for the teacher and para-professional
to plan cooperatively. He also allows the
para-professional time for specific planning.

ROLE OF PARA-PROFESSIONAL IN CARROLL COUNTY PUBLIC SCHOOLS

I. PLilosophy

The role of the para-professional in the Primary,
elementary, and intermediate grades is to broaden
the total effectiveness of the Carroll County
School Program.

The para-professional assists the teacher to
better meet the child's need for secusity,
continuity, and stable social, physicel, mental,
and emotional development.

By sharing in the responsibilitics of the
classrocm, the para-professional relieves the
teacher to do more ividualized instruction or
supervision in areas of greatest need. This shared
allows eater time for the teacher
o have the greatest educational

to work with ¢

need. 7

Para-professionals vary in educational back-
ground and experience, and because of this, and
the para-professional career lattice, there will be
a variation in the duties they are qualified to
assume.

Through the combined influence of both the
teachcer and para-professional, any child is better




able to meet the demands placed upon him in this
ever-changing society in which he lives,.

The para-professional makes a positive and
visible contribution to the development of an
acceptable system of values among pupils.

II. The Role of Para-Professional Personnel in Working
with Children

The original role of the para-professional
was limited to relieving the teacher of menial
tasks, permitting her to spend more iime with
instruction, However, as aides Lecome increasingly
more competent through experience and in-service
training they become invoived to greater extent in
working directly with children. While tpnis werk 1s
under the direction of a professiona;,it rlaces
increased responsibilities on the pera~pL:»cfessionecli.
Following are responsibilities that are tasic to
any member of the para-professional staff.

1. Be knowledgesble. Know the chilcren with wr.om
you work. Know their limitations, strengths,
and family environment. Generally this
information shouid be available through
conferences with the teacher and czse studies,

2. Be prepared. No one can hope to auequately assic-
others when they themselves are not faniliar
with the subjJect area. Be sure that needed
rmaterlals, ailds and facilities sre congruent for
the best possible learning erperience.

3. Be honest. If you aren't turriing the childrer
on, notify the teacher, she may ve stle to
advise in a new approach or make other arrangenents
that will work.
k. Be alert. Be aware of learnirg protlems
whether physical or mental. All problems should
be reported to and discussed with the teacher-
team leader. |

5. Be consistent. Para-professionals should report
discipline problems to the teacher. Para-

] professionals should work with teachers in

detection and correction of discipline problems.

6. Be pleasant. Enjoy your work. A smile will
often reassure a child and relieve tension,
making for a better learning situation.

ERIC
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A

o II. The Role of Para-Professional Personnel in Working
} with Children (cor%inued)

7. Be professional. Often para-professicnals are
exposed to eonfidential records and informatior
~oncerning children. Under no clrcumstances
should tric information be discussed outside
of schoc ..

T

A. The para-professioral can help children by:
1. working with reading groups
2. reading stories tc and lis*ening tc children
3. reading to indivicduals

L., encouraging eacl child thrcugh sound
psychological rractices to improve his
self-concept. (Helping the child tc
experience success #nd providing individual
at*ention, such ag greeting, and lilstening
1c child's prot.ems are weys to encourage
growth of adequate cel.f-concent.’

S. helping children display work

6. assisting in erergencies--torn clothiig,
scraped knee, etc.

7. using persorzl tzient to help children
(art, music, story telling, etec.)

8. helping children finao r¢ference or
supplement materisals

9. gilving special time to special childrent's
projects, such as 4-H, talent shows, etc.

10. giving each extra help in subjects vhere
assistance is needed (cateh ur werk zve
to absence)

11. cencouraging gocd persconal health habits

12, helping the child with problems that are not
academic, such as social, emotional, etc.

13. helping with formal spelling words, or
to spell "their word"

14, helping develop skills to recognize words
by phonics, sight ‘or cther appropriate
techniques

ERIC
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II.

III.

A. How the para-professional can help children
(continued)

15. assisting each child in deligl.tful ways
to use the library

16. encouruging eompletion of work

17. encouraging multi-activities that spark
creativity

18. encouraging each to advance improvement in
his play skills

19. encouraging research

20. encouraging selr evaluation through checking
for accuracy

21. encouraging participation in science
experiences, "sight walks" with nature, etc.

22. encouraging proper reading practices both silently
and orally in school and at home

23. helping each develop into better leaders and
followers

24. participating actively during rhythms, games,
music, etc.

25. using flash cards, games, and other devices
to provide additional practice when needed

The Para-Professional Helps the Teacher Help the Child

Para-professionals assist and relieve the teaching
.taff of many clerical, monitorial and certain instruc-
tional tasks, in order that teachers may devote more
time to their professional responsibilities. By
teacher, para-professional conference the individual
needs of students can be identified and help given
accordingly.

The evolving team situation of two or more adults
allows for varied Instructional procedures to meet
specific needs of individual children. Teachers
need to develop gkill in recognizing, developing, and
utilizing the special abilities of the para-professional
assigned to assist them in creating a more productive
climate for learning.




y IIT. The Para-Professional Helps the Teacher Help the
Child (continued)

A. The Para-professicnal can help the teacher to
help the child by

1 i. gathering materials for use with children

2. helping with bulletin boards and materials
constructed by the class

3. supervising the group during temporary absence
of teacher

. preparing equipment for both instructional and
non-instructional use

5. collecting and distributing materials for class
and individual activities

6. helping with the follow-up and enriching the
learning experiences after the lesson taught
by the teacher

7. supervising one group so that the teaeher{s) can
work with another group

%, performing non-instructional and teacher directed
dusizs that will free the teacher to work closer
with the children

2 infarming the teacher of any individual educational
or health problems encountered while working with
the children

10, working in areas where sne is qualifled under
the instrustion, direction and supervision of
the teacher

11. providing for the teacher a period for planning

12. seeking outside resources, materials and people
to further aid students

13. assisting in the cafeteria to foster desirable
s eating habits

14, demonstrating skills in physical education,
music, art, etc.

15. making charts and devices for use in arithmetic,
reading, etc.

16. assisting in planning lessons for the day

ERIC 7




A. The Para-professional can help the teacher to help
the child by (continued)

17. assisting the teacher in preparing tests
and games

18. assisting with field trips

19. helping with housekeeping chores

Inter-relationship of Teacher and Para-Professional:

Roles of the four levels of Carroll County
pira-professionals, and the differences between the
role of the professional in charge of the classroom
and the para-professional in the teachers charge
needs Lo be clearly understood by both the para-professional
and the teacher. (See Career Lattice).

Zeachers need to analyze their own role in an
evolving team situation. As professionals, they are
accountable for the structuring and restructuring of
avaliable resources, both human and materialistic, in

order to create a learning environment which 1s relevant

to the needs of *the pupils.

'eachers ,just be familiar with the para-professional
carzer lattice in order to fully utilize the potential
of the para-professional in her charge and to be prepared
to .make appropriate differentiated assignments accordingly.

T2achers need to develop skill in recognizing,
developing, and utilizing the special abilities of
the para-professional. These para-professionals are not
suabstitute teachers except in speclal cases approved
by the Assistant Superintendent for Federal Programs.

Para-professionals are assignaed by the principal
Lo the teacher, the teacher plans with the para-professional
the dally task assignments. These assignments are subject
tc approval of the principal and the supervisor(s) of
para-professionals.

A. Ways the Para-Professional can Help the Teacher
The para-prcfessional can help the teacher by
1. doing instructional clerical work on records

2. glving ideas and suggestions gained from classes
and research

3. scoring objective type tests

[ -
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A,

Ways the Para-Professional can Help the Teacher
(continued)

10.

1%,

13,
14,

15,

16,

17.
18.
19.
20.
21.
22.
23.
24,

filing instructional materisls and records for
the individual teacher

taking inventory
collecting money

getting supplies and teaching materials ready
prior to the lesson

supervising seatwerk

securing data on puplls such as survey, test,
personal

relieving teacher c¢f chores to allow time for
planning

assisting with sick children
assisting with field trips

assisting with audio-visual equipment
making teaching aids

supervising the cicss during terirecrary absence
of teacher

being aware of the “eacher's needs and problems
and seeking opporturities to give assistance

helping those children who have been abpsent
ordering materials requested by teachers
helping set up "interest corners"

assisting students in the lilbrary

checking invoices for teachers

correcting workbooks using answer sheets
correcting seatwork using answer key

secoring ~taras.. i7e’ tests with a key
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V. Role of the Para-Professional and Other Scheol Staff

Through the combined efforts of the school staff
and faculty, there can be a smoother running, more
efficient total school. Therefore, the relaticnship
of para-professionals, bus drivers, eustodians, ard

cafeteria personnel should be one
flexibility. If the relationship
they should each contribute to th
and therefore make the schcol pro
educating children,

of harmony &«rd
s functior prop-riy,
€ other's efficiency
gram tetter “o:

A. Specifics

1. Assisting or field trips with tus t.1- 1..
conducting tour of the s'!te.

<. Proroting better community, ctuiart, 1 ..
relationships and respect ~cr stz¢r 4 ISR RIS

such as bus driver, custoa.:r, sri Ty,

3. Developing withir the chilarern iriraprlcoLe
habits of nutrient, clezrlires: 1o es ni,

VI. Para-Professioral Reie in the Jcammunitw

The para-professionel can be a Grror iz foroe in
impreving the relaticnship of She o ~col
community by being = "goed wiil zotas
betweer. the schocl, -i¢ rareris and Lhie oo it
“hrough:

[}

1. working with ITA programs (15 sfter daty
hours werk ic ir tasks reli‘ec to re, ular
huties, that vime will te qunted ag o5l

time.)
2. Fkelping with L-H (1.t
3. helping with feccuts
4. eassisting with home visits

5. promoting the participation of parents and
other community patrons in school matters

6. knowing the full range of services and
programs offered by the lcczl schcol and the
Carroll County School System and explaning
these to peorple in the comruriity. (Ex. Title I,
Adult Educatior, Title VI, Title I1I, etc.)

10
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VI. (zontinued)

7. Telephoning parents in case child is 11l or
injured...{(as directed by principal)

a., Stay with ch.ld until parent arrives.
* b, Make the child as comfortable as possible.
¢. Give certain types of first aild.
* Be familiar with limitations of first aid. Be

familiar with special instruction as per
emergency procedures for the child.

VII. Things Para-Professionals.should not do:

4, Ziscuss the needs of the .hild to anyone except
the teacher, principal or resource specialist

B. assume sole responsibility for a group of children
for an extended period of time without planning
with, and supervision by the classroom teacher

C. be with children on playground without the teacher,
unless special provisions are provided by school
authorities

D. anything that requires special training over and
above the para-professional's level of competency

(O]

. B3erve as a substitute teacher

5]

taice the place of other regular school personnel,
(to perform instructional tasks usually reserved
for such specialist as secretary, music or art
teacher, custodian or cafeteria personnel.)

G. have full responsibility for extra curricular
activities

11

g .
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INTRODUCTORY STATEMENT TO CAREER LATTICE

The primary purpose of the Career Lattice 1s to
establish goals and levels of responsibilities for the
para-professional staff in the classroom. Each step
reflects the differences in an aide's skill, task,
responsibilities, and education attainment. As the
areas, she will be better qualified to assist the teacher
and to help children overcome educational-learning

difficulties.

Para-Professionals, through participation in the
Carroll County Careep Opportunity Training Program
and other educaticnal activities, may make steady
progress up these career lattices or they may pause,
and then resume their upward progress later. The
Career Lattice also has horizontal mobility for
speclalization in areas of primary interest to the
para-professional,

The Career Opportunity Program (COP) is a teacher
training program designed to help individuals who are

the level of a licensed teacher aide,. Para-professionals
are specifically trained to help the culturally
disadvantaged and underachieving students In Carrecll
County the para~professional is employed by either

Title I, Head Start, Adult Education, or Title III ESEA
and works in schools which have high concentration of
students from low income homes.

through the various federal programs including Title I
ESEA, ilead Start, Adult Basic Education, Career
Opportunity, Title III ESEA and locsal and state personnel
such as principals, teachers, and county supervisory
personnel.

The Career Lattice for the para-professional is
designed to éncourage para-professionals to give
serious consideration to a lifetime career in educational
services. The para-professionals are adults who are

for prnfessional mobility. At all levels of career
advancement, Step 1-1IV, the para-professional 1is

éncouraged to comglete her training to become a completely
cer €a_professional.




- CARROLL COUNTY CAREER OPPORTUNITY

—

CAREER LATTICE
DEGREE AND LICENSED PROGRAM

STEP I. Beginning Teacher Aides (0-29) Semester hours
of credit (For salary information see Appendix 1)

A. 0-14 Semester hours B. 15-29 Semester hours

Training Program:

At this level the aide is to be offered and
required to take a minimum of two credit courses
each semester. She will also take courses
during the summer.

Qualifications:

High school diploma or equivalent or begin
G.E.D. Program schooling.

Begin college credit classes

Serve one year at beginning salary, this is a
year to be served as orientation in the Carroll
County School System. The beginning teacher aide
will receive in-service training from teachers
and experienced para-profegsionals.

Duties such as:

Instructionil clerical, keeping records, helping
to supervis: playground, cafeteria, study or |
practice periods. |

Aide can perform duties such as reading to
children or listening to children read.

Playing games

May assist in writing, math and other areas
after teacher initlates instruction

Set up, operste and put away audio-visual equipment
i as training or experiences allow
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Ii. Teacher Atde (3C-59) Semester hcurs of credit
A, 3i-Li4 Semesiter hours B. Lk5-59 Semester hours

Aldes, not in a degree program, may accumuilate
colizge credit fer any credit course taker. This
keeps <he noticn of movement thrcugh the Career
Lattice based upon college credit, hevever, it permivs
the aide tc select any desired and lceally aprroved
course from any accredited instituticr gceerding o
the individual goai and desire of “he aide.

certinuing in ' he degree
i+ that courses seiccted urder

Caution: Teacher
2 n
11 te zccep atbie in their

Frogram shauld asc
these circumsiances. «
e

2vel ~he zide wil, be ¢fignel

“T ogemester fhe will &ls. *axe
« fhe wiisl be

cke any four during 2 ¢-ntraet yeer .,

Wualiltza~icns:

Minimur: of 20 temester hours ccllege redit

Has satisfzctoriiy served zt leas’ one year in
Carrcll Tounty as a “eacher aide.

Continues tc attend required cliasses cr has arrrevad
equivalent ccilege 2redits.

More relationship to instructional jreccess
Plan with teachers
Assisting small groups and individuals

Can maintain an orderly classrcom situaticn 1if
teacher 1s absent for part of a day

Perform duties from Step I, as needed

P
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STEP III.

Para-Teacher and Licensed Teacher Aide

A. 60-74 Credit hours B. 75-89 Credit hours

Training Program

Teacher aildes, through participation in a
Training Program (c.0.P.), may make steady progress
through continuous education in her chosen fileld
on the Career Lattice as a Licensed Teacher Alde.

The prcgran 1is designed to permit optional
choice for th- para-professional when she attalns
60 semester hours of college credits. At that point
she may either .ppiy for career placement in the
Professisnal “ield, or contlnue the upward and
horizontal mooiliity of the Licensed Teacher Aide.

Qualificaticns:

Minimum of 60 semester hours of college c¢redit

Has served one year in Carroll County as teacher alde
The teacher aide will be licensed with 60 semester
hours ccllege credits and 3 years satisfactory work
as an aide. (Classes previously taken in Carroll
County before C.0.P. courses should add (2) credits
each toward the 60 hours requirea for license.)

Recommendations that the state of Virginia adopt a
licensing pclicy for para-professionals.

Duties:
Cooperative planning with teachers

More responsibility with less supervision from
teachers.

Prepares lesson plans for individual or small
groups, with plan to be approved by teacher
or principal

Helps with Beginning Aide orientation

Performs duties from Step I and II, if needed

15



Step III. (continued)

Training Program

Licensed teacher aides will be offered two
courses each semester for two semesters and will
be required to take a minimum of two courses per year.
Teacher aides at this Ievel should not be required
to take summer courses. The option tc take any
classes being cffered in the summer is cpen to the
teacher aide 2%t this or at the next higzher level.

Fara-professionais entering Step III should consider
establishing the goal of graduation from a fo.r
year teacher training institution. They are riow at
the halfway poin:t toward that goal, They shnuid
<eek 2dvice and counseling from that institution
from wunich they propose to graduate.

ERI
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STEP 1IV.

Intern and Licensed teacher aide
A. 90-104 credit hours B. 105-120 credit hours
C. over 120 credit hours

At this level 1t should become apparent that the
role of the regular teacher, team leader has changed
from teacher to supervisor, resource person etc.

The para-teacher and the teacher will function as

a well coordinated team. The Intern will gradually
assume an increasing number of classroom duties,

until she becomes competent in assuming responsibility
of teaching duties for specified periods of time.

During, and upon completion of A of thils step
the para-teacher should consider taking a leave of
absence to complete her degree.

Licensed Teacher Aide

The Licensed Teacher Aide will further her
training in chosen field of specialization such
as Library Science, Early Childhood, reading, physical
education, art, music, special education, audio-visual,
guldance or other.

Duties:

Plans for lessonc in chosen fleld, teachers, grades
and records. These are to be approved by teacher
or principal.

Perform duties from Step I, II, and III as needed

GENERAL POLICY FOR CLASS PARTICIPATION

CAUTION: THE PARA-PROFESSIONAL AT ALL LEVELS MUST
BE COGNIZANT OF THOSE CLASSES WHICH REQUIRE
PRE~REQUISITES AND IF THEY DO NOT MEET THOSE
REQUIPEMENTS DUE TO FAILURE TO TAKE PREVIOUSLY OFFERED
CLASSES,: THEY WILL BE RESPONSIELE TO TAKE THE
NECESSARY APPROVED CLASSES AT AN INSTITUTION OF
HIGHER EDUCATION. CLASSES NOT A PART OF THE

REGULAR CAREER PROGRAM MUST BE REVIEWED AND
RECOMMENDATIONS FOR APPROVAL BE MADE BY THE
ASSISTANT SUPERINTENDENT FOR FEDERAL PROGRAMS TO THE
DIVISION SUPERINTENDENT.

17




EXCUSE _FROM CLASSES:

Requests for excuse from classes rust be
made 1n writing each semester at least cne nmonth
prior to the beginning of the university class.
Requests for excuse from class attendance is *to
e made to The Assistant Superintendent for Federal
Pregrams who will process and forward his reccm-

mendations to the Division Superintendent for
Board acticn.

With reference to period of work:

The para-professional personnel is employed
foer 6 hours per day to work with educaticnally,
culturally, economically, and pPhysicelly deprivec
ctildren, in planning with teachers, or cther duit:zec
as directed by the teacher orp Erincipel.
Para-professicnals will be required to a:
in-service training classes for college ¢t
Furthermore, the para-prcfessional will p
in evaluation and other functions under ¢
as reguired by the party of the first par

o
kel
'3
(]
” o
)
]

Transfers;

A para-professional wishing a transfer »ish

ir
the cchoel system should rake request Ir writling
to the Assistant Superinterdent of Federal Frogr-nms.
A copy of this letter musy be sent Yo <ne principal,

tersornel may be trarsferreq by tne Divis:
Superintendent 1 in nis Judgren, 1 is for thne
weifare of the employee or the =«otep ir gereral o
A5 long as there 1s no decrease Ir the gzlary of
the person being transferred.

The decision will te based ubon the effert of ¢
transfer on the total ‘nstrusticnar LrOgran
of Carroll County and the irterest of <he
para-professional.

Resignations:

L

The contract may be terminated ty elithrer perty
by writﬁgg agreement cf 30 days hefore Sevnming

date.

ticr.

Social Security:

All personnel are covered by Sceclal fecurivy,
Currently 5.85 percent of the annua: salary up to
$10,800 will be deducted for Social Securivy.




Retirement:

A Compulsory Retirement Age for para~professionals
is set at age b5. This means retirement for any
para-professional who is 65 or older at the opening

of the school year, and such para-prcfessional
will not be offered a contract Ior the year 1972-73.

Evaluation Procedure:

Para-professionals evaluation forms a:e to be
distributed to all para-professionals in September,

Para-professionals new to the schcol system 2re
to be evaluated in November and April.

Para-professionals who have been in the scrool
system are to be evaluated in April.

Each para-professional is to complete a self
evaluation.

The principal, teacher or para-professicral may
request another administrator to aid in the evaluation.

The superintendent is to approve the rating form
as submitted by both the para-professioral, teacher,
and the principal.

Evaluation forms for para-professiorzls rnew to
the system are to be turned in “0 the Assistant
Superintendent for Federal Prograws' coffice by
December 1.

After approval by the superintendent, para-
professional, teacher, and principal, the
evaluation form becomes a part of the para-professionzl's
personnel folder.

Tuberculosis Test:

As a condition to employment and requisite to
continuation thereafter, every public school employee,
including but not limited to teacher, teacher aides,
administrators, cafeteria workers, Janitors, and bus
drivers, shall annually submit a signed certificate
by a licensed physician stating said employee appears
free of communicable tuberculosis. Such certificate
is to be based on recorded rccults of those X-rays,
skin tests, and other examinations, siigle or in
combination, as deemed necessary by the physician
and which have been performed within the twelve

Q month period immediately preceeding the beginning
[ERJ!:‘ of the school session.
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PROFESSIONAL POLICIES (continued)
Tuberculosis Tert (continued):

There will be a date scheduled at the Health
Department each year at which time a free test may

be secured. A form will be furnished which must be
filled in and signed by the doctor in charge.

Special Trips:

Special trips must be approved by the
Superintendent of Schools. This request must be
in writing, approved by the principal and the
Assistant Superintendent for Federal Programs, and
sent to the School Board COffice at least five {5)
days before the scheduled time for the trip. Unless
a teacher aide in on reclal expense account, they
can anticipate $20.00 a aay for two days (maximum
$40.00) plus a credit card for gasoline (to be
picked up from School Bus Supervisor, or Schocl
Board Office). All requests for reimbursement
for special trips must be accompanied by hotel
bills and receipts for meals. Trips will pe
reimbursed when the person 1s a direct repre-
sentative of the school system and 1is approved
as such.

Cumulative Kecords (students):

A uniform cumulative record, provided for each
pupil, 1is a source of pertinent data of a pupil
throughout his entire school life in Carroll County.
All pertinent information concerning the pupil is
to be entered for each year of attendance in Carroll
County Schools.

Cumulative records must be periodically examined,
updated and revised; the teacher aide can assist
with this.

Cumulative folders are confidential materials.
This information should be shared fully by all
professional staff with the goal of a better
understanding of the pupil.

The data contained in a cumulative folder 1is of
vital significance to the teacher and to the school
system. Since some of the data is permanent and
not subjeet to change, the cumulative record should
contain: Typed or written in ink(preferably black):

pupil's name test scores
parent's name grades
birthdate, birth certificate no. health records, ete.

o




PROFESSIONAL POLICIES (continued)
Cumulative Records (students) (continued)

Data subject to change siijould be written in pencil.
Such as:

occupation of parents
number of children in family
address

telephone number

ete.

School Day Schedule:

Tt 1s the responsibility of the principal to
establish a working day for the para-professional
of his staff that will meet with the needs of the
child and will agree with the school board policy.

Para-professionals should consult with the principal

when need for emergency absence from the building
arises. The para-pro essional work hours are

specified according to contract.

Substitute Para-professional

Substitute para-professionals are not to be
employed until after the principal, who 4«nowingly
will have personnel absent for an extended period,
has approval from the olflce of Assistant Superintendent
for Federal Programs.

A substitute para-professional is defined as a
person not under contract as a regular para-professional
who is employed during the regular para-professional's
absence. Substitutes approved by the Superintendent
of Schools may be employed by the principal.

Substitutes must be at least 18 years of age and a
high school graduate.

Substitute para-professionals will be paid by the
respective program. The substitute para-professionals
will be paid $1.75 per hour. The substitute
para-professional should come from a prospective
1ist of para-professionals during the time she
works; this time should be considered as an
orientation perlod.

Sick Leave for Vara-Professionals

Sick leave (or each para-professional is g days-
level I&II, 9 days-level III&IV on career lattice

per year, to be accumulated to a maximum of 45 dags.
Sick leave may be used for those reasons covered Dy
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PROFESSIONAL PLOICIES (continued)

Sick leave for Para-Professionals (continued)

the guide for teachers. A certificate of
para-professional's absence must be filled in angd
sent to the office of the Assistant Superintendent
for Federal Programs. (A copy of the guldelines

for teachers is available in the Principal's Office,)

Personal Leave:

Para-professionals are entitled to 3 days
of personal leave under the same guidelines as teachers.
Copy of guidelines for teachers 1is available in
principal's office),

Para-Professional Representative:

Representatives are elected annuall by each schoeol
through democratic procedures to serve as liaison
between para-professionals, teachers, principals,
and other administrators.

Professional Organizations:

Affiliation with Carroll County Education
Association, Virginia Education'Association, and
National Education Assoclation is available to all
para-professionals. Para~professionals can Join
the CEA, VEA and NEA, They are allowed to attend
conferences held under the ausplices of these

organizations without loss of time.
(See special trips)

Procedure of Concern:

Para .professior.al should follow these procedures
when faced with a concern or grievance. The
supervising teacher should be contacted firsg and
every effort made to resolve the matter. .. ...is 1s
unsatisfactory, effort will be made at each of the
following levels of. responsibility until all avenues
are exhausted,

a. The Principal

b. The Supervisor of Para-professionals

c The Assistant Superintendent of Federal
Programs

d The Superintendent

e. The School Board

®. " Other constitutional avenueS

22
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PROFESSIONAL POLICIES (continued)

Behavior and Discipline

Behavior is a manner of conduct; 1t 1is the
way one behaves with respect to property or morals.
It expresses external appearance or action.

Discipline may be defined as the control which
an individual imposes upon himself-self-discipline
in recognition cof his obligations to others ard to
himself.

Discipline 1s the responsibility of the classrocm
teacher. Teachers are encouraged to handle thelr
own discipline problems insofar as pcssible., In
extreme cases, the teacher should ask the assiztance
of the principal and the decisions will be mele
jointly cencerning the welfare of the studernt.

Parents should be part of the total disciyiiriry
program. When parents are informed, they ere volver
able to cooperate with the schools.

Aides should share the responsibility witn Ll
classroonm teacher in disciplinzary srez.

Corporal Punishment
Corporal punishment may be vsed &7% £11 ctler

e
corrective measures have been used wilne ° suleart.
A faculty member, in addition tc the rerr-grersnzicnel
administering the punishment 1s to te ;rescnt.

Punishment shall rct be adrinistared ZWFEr nor
should a child bhe struck over or xliu™ Tre¢ Lel..

[ PN

Time Sheets for Para-prclcssionals

Para-professicnals are cor.eidered 1y the Federal
Wage-Hour Division tc be nor-exerpt empleyees. They
must be pald 1n accordance with the minimu.
overtime pay, and equel pay requirerents of
Federal Wage-Hcur Divisiour. They are sur'c
minimum wage laws and are regulred to g.omit @
record of their hcurs werked each werive. ., “l:¢
Appendix II).

HEALTH ANL SAFETY

Health Services

Physical inspections of all pupils are made oy
the classroom teacher and the para-professicral. Tre
results of this examination are recorded on the pupit
health ¢ard in the cumulative folder.
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HEALTH AND SAFETY (continued)
Health Services (continued)

Teachers and para-professionals will work
cooperatively with the Title I school nurse, the
visiting teacher and Title I Social Worker Aide
concerning health problems of children under Title I.
Title I children should be linked with other Federal
Programs such as Head Start, Title VI, etc. whenever
needed services are available.

Sickness and Accidents:

Pupils
First-aid supplies are available in each school.

The parent or responsible adult should be notified
at once should a pupil become 111 or injured at
school. Up-to-date emergency procedure forms should
be maintained on each pupil.

Pupils, and para-professionals should be
encouraged to have some type of insurance
pProtection eitnher private or through the insurance
companies approved by the Carroll County School
Board. Pupils ang para-professionals bear the
cost of this insurance.

No medicine of any type is to be administered
to students unless ordered by physician. This
ircludes cough syrups, aspirin, tooth-ache drops,
and other types of patented medicines.

It 1s the policy of the Carroll County School
Board that each child must be closely supervised at
all times when he is in the responsibility of the
school. This is especially important should a
child need to remain temporarily in school when
111 or 1injured.

School Board Employees Workman's Compensation:

All School Board Employees are covered by Workman'
Compensation,

Insurance for the para-professional 1is available
through companies approved by the Carroll County
School Board. 1Individuals must bear the cost of
this insurance. Additional information on group
hospital insurance is available at the office of
Federal Programs. (Blue Cross, Blue Shield, Horace
Mann Health, etc.)
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oy HEALTH AND SAFETY(continued)

Fire Safety: The Para-Professional must be aware
of pupil and personal safety at all times.

Fire drllls, as required by sta'e law, must
1 be held once a week during the first month of
scheol and once a menth thereaflter.
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Ppiviainnt 2o vegeencibilc for tbe safe 7o
~f *the bulldirg 2% all tineg and nay take n
action Lo remove students and vielf {rom the
building whenever apprcpriale.

Field Trips:

Field trips are an essential part of ever
curriculum. A request for permiscion to take
planned trips for the year is submittied to the
Sehool Board at the beginning of ine year. Speclal
permission may be granted for other {ield trips
throughout the year.

ERIC %
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CAREER WAGE SCALE FOR CARROLL COUNTY
PARA-PROFESSIONALS

Para-professional.experience credit applicable to
the salary scale, shall be allowed as follows. Exanmple:

*Bases for scale 1. 6 hr/day
2. Minimum wage of $1.60/hr.
6 hr/day X 181 days = 1086 hours X hourly wage

$1738 Step A-$1.60 ABE Level Employee

$1846 Step B-$1.70 GED Candidate for
Equivalency
Certificate

The following Scale applies to those para-professionals
enrolied for college wcrk:

¥(Example of)
PAY STEPS SEMESTER HOURS HGURLY WAGE INUAL SALARY
181 days of ¢ hrs ezr

I A 0-14 1.75 X 1.0 = $1.75 " $1,900
B 15-29 1.75 X 1.1 = $1.92 2,085
II A 30-44 1.75 ¥ 1.2 = 2,10 2,281
B l5_59 1.75 X 1.4 = 2,15 2,661
IIT A 60-74 1.75 X 1.6 = 2,80 3,041
B 75-89 1.75 X 1.8 = 3,158 3,421
IV A 90-104 1.75 X 2.0 = 3,50 3,801
B 105-120 1.7 X 2.1 = 3,68 3,998

(Degree Level Should Be Reached At 120 Semester Hours)
c Above 120 1.75 X 2.2 = 3,85 4181

¥Note: Annual salary varies zs the number hours per day
X length of contract varies,

All personnel with positions above Step Ia must
serve a 1 year probation period after which they shall
be placed at the pay step equivalent to the level of

. training. Any para-professional unable to complete the
current year, but has completed 1/2 or mere of the current
operational days, one year credit will be glven.

Example: General contract year for para-professional
181 days. The para-professional who does complete 91 days
willl receive credit for 1 year experience.

NOTE: Allowance for pay will be made for all previous
work, credit or non-credit, on file in Central Office,
non-credit work previously approved by Title I, Title III
will be computed @ 30 class hours equivalert to 2
semester hours.

‘ Appendix I
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CARROLL COUNTY PUBLIC SCHOOLS
Employee Weekly Time Claim
Federal Programs

NAME: PLACE OF EMPLOYMENT:
r.ast First Middle

DATE: Week Ending POSITION

Instructions: Enter the total number of hours worked in the square
corresponding tno the date on the calendar.

Monday | Tuesday wepgegag;‘EhygpdayiFriday}

%

4 -

TDATE ;
In: i !
| :

v

bt e m—— =

__AM.

' Qut:

' .

i Noon
In:

Hours
Extra hrs.
From

To

Total
i Hours

- -t

'
i [
!
i

R 1 . ' - 4
Regular hours worked Rate $ Amount due §

Overtime hours worked Rate $_ .__ Amount due §
Total Amount due$

Signed

Employee

Approved

Title

Appendlx If
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CARROLL COUNTY PUBLIC SCHOOLS

FOR FEDERAL PROGRAMS

TITLE 1 ESEA PL 89-10

Name School

Teacher aides Summary of Employment to be submitted to Office of Director of
Federal Programs at the end of each month,

Month Work Days Total work days this year

August September

Octoher

November

December

January

February

March

April

May

T

June

Signature of Principal

Signature of Aide

Please keep one copy for your file, return one each month with a progressive
report by month giving all previous months to date and return one final copy
completed at the close of (82 days employment.

Appendix i
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CARRQLL COUNTY PUBLIC SCHOOLS

FEDERAL PROGRAKS

=
A

CERTIFICATE OF ABSENCE
TITLE I ESEA

Carroll County School Board

Teacher aZ’de Month 19

School

I hereby certify that I was absent from my duty on the
following dates:

Mame of substitute worked in my position

on the following dates and I understand

7, annual compensation will be so adjusted.

Signature of Aide

Signature of Principal

strustions: Prepare 1in triplicate. Return original and

one copy to Office of Federal Programs.

Appendix IV
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SELF EVALUATION OF

>ERSONAL AND PROFFSSIONAL QUALITIES OF TFACHFR AIDF

CARROLL COUNTY PUBLIC SCHOOLS
TITLE 1 ESEA gy

FEDERAL PROGRAMS {7

NAME OF AIDE

-
B 49 (-4
[&] < <
SCHOOL = |
o -4 (&}
SEIMEE
PLEASE RATE YOURSELF IN THE FOLLOWING AREAS. E <ulz|w
—
I Personal and Professional Qualities - I feel that I B3 Z2 )k
] o 123 - w
. . ) wilalslwg|z
1. Have a iove for and an_interest in children <|«<|eo ]S
2. Have a neat personal appearance
3. Demonstrates enthusiasm for my work
4. Am alert and open minded
!
S. Am tactful, fair, and consistent with students 4

6. Am tactful, fair, and consistent with teachers

7. Am tactful, fair, and consistent with other aides

8. Am adaptable and respect new ideas

9.  Am punctual in the performance of duties

10. Am physically fit

11. Am emotionally balanced

12. Have adequate voijce quality

13. Have a sense of humor

14, Accepts constructive c¢riticism and praise with
poise

15. Am proud of the position and promote respect
for at

16. Am willing to share responsibility and
3-s1gned duties

17. Make use of recent ecucational research
and related litetgg;re

18. Am profersional i discharging the duties of
my 3ob

Appendtx v
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Aruitoxt provided by Eic:

ERIC

ABOVE AVERAGE
BELOW AVERAGE
UNSATISFACTORY

AVERAGE

19. Have an understanding of child growth and
development

SUPERIOR

20. Have a concern for parents and community

21. Take advantage of opportunities to improve
academically and culturally

22. Have good command of the English language
both oral and written |

23. Can keep school problems of any natuse
confidential

24, Can keep school 1nformation confidential

25. Am on the job promptly

26. Can work cooperatively with the teachers

27. Puts the welfare of pupils first

28. Help pupils achieve

29. Keep accurate and neat records

30. Care for and use available teaching
equipment

I1. What is your overall ration of your position?
Superior, Above Average, Average, Below Average, Unsatisfactory

. ves no

Do you have formal conferences with your praincipal?

Approximately how many?

How many cunferences have you had with your teacher?

DATE:

SIGNATURE OF PRINCIPAL
PATE: SIGNATURE OF TEACHER
DATE «

SIGNATURE OF AIDE

[N

COMMENT: (USE BACK OF THIS SURVEY FOR ADDITIONAL SPACE)

How my employment has helped educationally disadvantaged childsen.
What might be done to improve my services to all those to whom 1 feel
responsible.




